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This Index of articles shows Supervisory 
Management’s comprehensive coverage of 
basic supervisory areas. New and inter- 
esting approaches to important subjects re- 
inforce training and increase supervisory 
effectiveness. 
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(D) indicates Digest 


Absenteeism 

What the Supervisor Can Do About 
Absenteeism. (D) Feb. p. 64 

The Supervisor and Absence Rates. 


June p.7 

What Can You Do About Tardiness? 
Nov. p. 10 

Alcoholism 

Management’s Stake in the Problem 


Drinker. (D) Feb. p. 75 
Identifying the Problem Drinker on the 
Job. July p. 34 


Appraisal 

The Performance Interview: How to 
Make it More Specific. Feb. p. 11 

Employee Appraisal: What the Super- 
visor Should Know and Do. Part I: 
July p. 17. Part Il: Aug. p. 22 


Automation 
(See also Technology) 

People Are Here to Stay. (D) Jan. p. 
71 

Automation: How Will It Affect the 
Supervisor? (D) April p. 63 
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January, 1957, through December, 1957 


Articles 


Automation and Push-Button Thinking. 
(D) May p. 66 

Human Problems of Office Mechaniza- 
tion. July p. 26 


Brainstorming 
(See Problem Solving) 


Communication 
(See also Speaking, Public; Meet- 
ings; Visual Aids; Writing) 

Communication: The Dangers of As- 
suming Too Much. Jan. p. 39 

On the Art of Listening. (D) Jan. p. 58 

But Why Wasn't I Told?” Feb. 
p.7 

How Do You Listen? (D) Feb. p. 58 

Wanted: Managers with “No” How. (D) 
Feb. p. 69 

Blueprint for Employee Communication. 
March p. 7 

Do You Talk Good American? (D) 
April p. 61 

Are Your Communications Doing the 
Job? (D) May p. 75 

Information—Handle_ with 
June p. 60 


Care. (D) 


Listening: A Lost Art? (D) June p. 71 

Roadblocks to Understanding. July p. 12 

You Can Say That Again! (D) Aug. p. 
71 

Do You Know How to Listen? Sept. p. 
22 

Talking Is Part of Your Job. (D) Sept. 
p. 72 

Are You Listening? (D) Oct. p. 65 

Say What You Mean. (D) Nov. p. 58 

That Phantom “The Company.” Dec. 
p. 10 

Information—Please. (D) Dec. p. 63 


Conferences 
(See Meetings) 


Cost Control 

Keeping the Lid on Operating Costs. (D) 
Feb. p. 55 

Planned Maintenance—Key 
Control. May p. 39 

Cost Reduction through Better Materials 
Handling. Sept. p. 16 


Creativity 
(See Problem Solving) 


Decision Making 


The Price of Indecision. (D) Jan. p. 76 

Improving the Quality of Decisions. (D) 
May p. 64 

The Art of Saying “Yes.” (D) May p. 
72 


to Cost 


Delegation 


The Why and How of Training Under- 
studies. Jan. p. 9 

Getting the Best Results from Work 
Assignments. (D) Feb. p. 59 

.. . But Who Will Do the Coaching? 
March p. 17 

The Meaning of Delegation. (D) March 
p. 60 

Ten Ways to Develop Your Assistant. 
(D) April p. 55 

Delegation: What Are the Barriers? June 
p. 21 

The Delegation Process: Time for a 
Checkup? (D) July p. 56 

A Supervisor Needs a Stand-In. (D) 
Aug. p. 60 

Delegation: Who Can Handle the Job? 
(D)Sept. p. 62 

aon Pick a “Second Man.” (D) Dec. 
p. 


Discipline 
(See also Absenteeism) 

Maintaining Discipline: Some Practical 
Guides. April p. 22 

The Plus Factor ir Discipline. Oct. p. 
19 

What Can You Do About Tardiness? 
Nov. p. 10 


Economy, U.S. 

‘57: The Prospects Are Bright! Feb. p. 2 

Shorter Workweek? The Facts Behind 
the Talk. (D) Feb. p. 72 

Twenty Years from Today. (D) March 
p. 55 

U. S. Industry: What Keeps It on Top. 
(D) March p. 75 

The New American Worker. (D) April 
p. 58 

Economics of the Shorter Workweek. (D) 
April p. 73 

American Industry Goes Abroad. (D) 
May p. 79 

Your Job in Tomorrow's World. (D) 
Aug. p. 58 


Ethics 


It's a Question of Ethics. Jan. p. 2 
Human Relations and the Sugar-Coated 
Pill. (D) May p. 60 


Etiquette, Business 

Today’s Business Manners. (D) April 
p. S52 

Information—Please. (D) Dec. p. 63 


Gift Collections 
Employee Gift Collections: Some Prob- 
lems and Pointers. Aug. p. 17 


Grievances 


Complaints and: Grievances: Getting at 
Causes. Aug. p. 9 


Group Interaction 
(See also Problem Solving; Meet- 
ings; Morale) 
How to Improve Teamwork Between 
Departments. (D) Jan. p. 74 
Consultative Supervision: Its Practical 
Meaning on the Job. March p. 27 
Group Safety Meetings Get Results! 
April p. 33 


Problem Solving: Let’s Hear from the 
Group! May p. 34 

Build a Better Work Team. (D) Oct. p. 
63 

The Supervisor and the Clique. Dec. p. 
2 


Health 

That Winter Slump. Feb. p. 29 

Avoiding the Penalties of Success. (D) 
Feb. p. 68 

Industry's Billion-Dollar Saboteur. (D) 
March p. 57 

Stress: Getting Out from Under. (D) 
April p. 49 

Protecting Your Eyes: Some Facts and 
Figures. (D) June p. 68 

The Company Doctor Is Part of Your 
Team! Sept. p. 10 

The Use and Misuse of Tranquilizers. 
(D) Sept. p. 68 

How to Deal with Your Tensions. Oct. 
p. 56 

You and Your Heart. (D) Oct. p. 67 

The Road to Relaxation. (D) Nov. p. 65 


Housekeeping 
(See also Maintenance) 

Plant Housekeeping: Some Summer Sug- 
gestions. (D) June p. 62 

Is Your Scrap-Disposal System Efficient? 
(D) June p. 76 

Keys to Better Plantkeeping. (D) Sept. 
p. 66 


Instructions 
(See also Training) 
How to Write Instructions. Jan. p. 25 
Getting the Best Results from Work 
Assignments. (D) Feb. p. 59 


Interviewing 
(See also Appraisal) 

“Blind Alleys” in Employment Inter- 
views. (D) Jan. p. 60 

Non-Directive Interviewing. June p. 28 

How’s Your Interviewing Technique? 
(D) Aug. p. 65 


Leadership 
(See also Supervisor, Duties and 
Qualifications) 

Yes-Men Are Made—Not Born. March 
p.2 


Wanted: Tomorrow’s Leaders. May p. 2 
Six Steps to Leadership. (D) Sept. p. 58 


Listening 
(See Communication) 


Maintenance 


Planned Maintenance—Key to Cost Con- 
trol. May p. 39 


Materials Handling 

Some Guides to Safer Materials Hand- 
ling. (D) Jan. p. 64 

Manual Handling in a Machine Age. (D) 
April p. 69 

How Efficient is Your Materials Hand- 
ling? (D) July p. 60 

Cost Reduction through Better Materials 
Handling. Sept. p. 16 

Planning for Better Materials Handling. 
(D) Dec. p. 57 


Meetings 

Handling “Problem Personalities” in 
Conferences. (D) May p. 68 

Close-up on Conferences. (D) Aug. p. 68 


Before You Call a Meeting... (D) 
Sept. p. 59 

So You're Going to Lead a Conference. 
(D) Oct. p. 71 


Be a Member of the Meeting! Nov. p. 2 
Is This Meeting Necessary? (D) Dec. p. 
60 


Memory Improvement 

Do You Want to Improve Your Mem- 
ory? (D) Jan. p. 70 

How to Remember Names and Faces. 
(D) March p. 73 


Methods Improvement 


The Penalties of Oversimplification. (D) 
May p. 70 


Morale 

Golden Coin. (D) Feb. p. 63 

Making Employees’ Work More Inter- 
esting. April p. 16 

Human Relations and the Sugar-Coated 
Pill. (D) May p. 60 

Industry Puts Color to Work. (D) May 
p. 73 

“Passed Over for Promotion.” July p. 2 

Seven Ways to Provide Nonfinancial In- 
centives. (D) Sept. p. 64 


Noise 
Noise Is on Your Payroll! June p. 40 
Office ment 


(See also White-Collar Workers) 


Office Layout: There's Room for Im- 
provement. Jan. p. 20 

Square Files Versus Round Baskets. (D) 
Feb. p. 73 

Not Enough Indians in the Office? (D) 
Sept. p. 67 


Older Workers 

Seven Myths About the Older Worker. 
Jan. p. 32 

Our Shrinking Work Span: 
Paradox. (D) Aug. p. 64 


A Social 


Personal Management 
“I’m Not Working to Support the Land- 
lord!” Jan. p. 48 
How to Read a Financial Statement. 
Feb. p. 46 
Shopping for a Used Car... March p. 
41 
When You Need a Lawyer. March p. 50 
Insurance Series: 
Facts & Fallacies about Buying In- 
surance. April p. 40 
Guides for Buying Life Insurance. 
May p. 50 
Don’t Let the Firemen Get There 
First! June p. 50 
Theft Insurance: 
perty! July p. 50 


Protect Your Pro- 


Insurance: Any Leaks in the Dike? 


Aug. p. 44 
Auto Insurance: How Much and for 
What. Sept. p. 46 
Insurance: Apologies Won't Pay Doc- 
tor Bills. Oct. p. 50 
Your Legal Right to Peace and Quiet. 
Aug. p. 51 
How Good Is Your Credit? Noy. p. 46 


Placement 

Tests: Their Use and Misuse in Selection. 
May p. 20 

The Right Man in the Right Job. (D) 
Sept. p. 56 


You Can Use Your Time Better. (D) 
Jan. p. 78 


Handling the Jobs You Can't Delegate. 
(D) Feb. p. 53 
How to Get More Done in Less Time. 
(D) June p. 64 
A Budget for Saving Time. (D) Nov. 
p. 64 


Problem Solving 
(See also Decision Making; Group 
Interaction) 

Don't Be Afraid to Stumble. (D) Jan. 


p. 62 
Brainstorming for New Ideas. (D) 
March p. 63 


How to Capture an Idea. (D) April p. 56 
Problem Solving: Let’s Hear from the 
Group! May p. 34 
How to Stimulate Ideas. (D) June p. 74 
How to Solve Problems Faster. (D) July 
p. 58 
“Lucky” Ideas Don't Just Happen. (D) 
July p. 71 
Ideas for the Asking. Aug. p. 2 
The Mental Blocks to Creative Thinking. 
(D) Aug. p. 62 


Reading 
No Time to Read? (D) April p. 68 
You Can Read Better and Faster. A com- 
plete course in reading improvement: 
Part I: Taking Stock. Sept. p. 30 
Part Il: Speeding Up Your Compre- 
hension. Oct. p. 32 
Part Ill: Reading the Signposts. Nov. 
Part IV: Shop Before You Read. Dec. 
p. 30 
(This course will be continued in 1958.) 


Retirement 


Social Security: Some Changes in ‘57. 
Feb. p. 33 
When You Retire: Look Before Yau 
Migrate. (D). March p. 66 
Who Wants to Retire? (D) April p. 7] 
Retirement Planning: Can You Hedge 
Against Inflation? (D) June p. 66 


Retirement Planning: Avoiding the 
Hazards. (D) July p. 69 

Safety 

Some Guides to Safer Materials Handling. 
(D) Jan. p. 64 


Which Safety Poster? (D) Jan. p. 73 


What You Should Know About Fire 
Prevention. March p. 36 
Group Safety Meetings Get Results! 


April p. 33 

What Makes a Fire “Successful”? (D) 
April p. 67 

Do You Happen to Accidents? May 
p. 28 

You Can Avoid Freak Accidents! (D) 
May p. 77 

Check Your Vision for the Road. June 
p. 58 

Motivating Men to Work Safely. ¢D) 
July p. 65 


Falls Aren't Funny. (D) Sept. p. 6/ 

A New Approach to Injury Prevention. 
Nov. p. 26 

The Safety Problems of Women at Work. 
(D) Nov. p. 61 

Highway Roulette. Dec. p. 42 


Social Security 


(See Retirement) 


Speaking, Public 


Don’t Be Afraid of Speech Making. (D) 
March p. 71 

“Unaccustomed as You Are . 
p. 15 

“I Wish I'd Said That.” (D) July p. 62 

Making a Speech? Don't Lose Your 
Audience. (D) Nov. p. 67 


June 


Suggestions 


Stimulating Workers’ Suggestions. May 
p. 10 


Supervisor, Duties and 
Qualifications 


(See also Leadership) 
Supervisory Scoreboard (Quiz). Jan. p. 44 


“The Man Most Likely . . .” Jan. p. 54 
Twelve Reasons Why Managers Fail. (D) 
Jan. p. 68 


Supervision and Productivity: Strength- 
ening the Links. Feb. p. 21 

Reporting to Your Boss. April p. 2 

Stumbling Blocks to Success. (D) April 
p. 65 

To Grow in Your Job Give Your Boss 
What He Needs. Sept. p. 2 

The Good Foreman as His Men See 
Him. Oct. p. 2 

Check that Slide. (D) Oct. p. 70 

As the Twig Is Bent. Dec. p. 49 

Fables for Foremen. (D) Dec. p. 64 


Technology 
(See also Automation) 

Integrating Men and Machines: The Role 
of Human Engineering. Feb. p. 35 
Silent Sound: A New Tool for Industry. 

(D) Feb. p. 66 
New Skills for Old. Dec. p. 14 


Training 
(See also Instructions) 

... But Who Will Do the Coaching? 
March p. 17 

Induction: Making Those “First Impres- 
sions” Count. April p. 29 

Guides for On-the-Job Training. Aug. 


Travel 
When You Travel for the Company. Oct. 
p. 24 


Turnover 

Reducing Labor Turnover 
Times. (D) March p. 68 

What Makes Employees Quit? (D) June 
p. 78 

Why Workers Quit. Dec. p. 22 


in Boom 


Unions 

Living with your Union Contract: A 
Case Study. Feb. p. 16 

The Union Contract on the Firing Line. 
March p. 19 

Where is Labor Headed? (D) May p. 62 

What Union Members Think of Union- 
ism. July p. 42 


Vacations 
Vacations Shouldn't be a Headache! June 


Visual Aids 


Which Safety Poster? (D) Jan. p. 73 
A Guide to Visual Aids. (D) Dec. p. 61 


White-Collar Workers 

White-Collar Workers: How Much Do 
They Earn? (D) March p. 77 

Getting and Keeping White-Collar Work- 
ers. (D) June p. 69 

Human Problems of Office Mechaniza- 
tion. July p. 26 

Spotlight on the Office Worker. (D) 
July p. 63 

Special Treatment for Special Workers?’ 
(D) Aug. p. 67 


Women Workers 

Facts and Fallacies About Women Work- 
ers. (D) March p. 62 

Women in the Workforce: Past—Present 


—Future. Aug. p. 28 
The Safety Problems of Women at Work. 


(D) Nov. p. 61 


Work Simplification 
(See Methods Improvement) 


Writing 
(See also Communication; Visual 
Aids) 
How to Write Instructions. Jan. p. 25 
.. » But I Was Sick. (D) Jan. p. 66 
Five Tests for Better Letters. (D) Feb. 
p. 


How to Write Better Letters. April p. 8 

Bothered by Bad Handwriting? May p. 
16 

Guides for Writing Better Reports. (D) 
June p. 73 

What's Your Spelling “IQ”? (D) July 
p. 67 

Are Your Letters Up to Date? (D) Sept. 
p. 70 

What You Write Can Work for You. 
Part I: Effective Memos. Oct. p. 10 
Part II: Reports That Ring the Bell. 


Nov. p. 18 
Prepare Before You Write. (D) Dec. 
p. 55 


Younger Workers 
You and the Younger Worker. (D) Dec. 
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